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Take-Home Checklist 

  Task 1: Inventory your library’s computers and printers 

 Please inventory your computers and printers using the following chart: 

Public (P) or 

Staff (S)? Quantity 

Make (brand: 

Dell, HP, etc.) 

Type 

(circle) Model 

Year Purchased  

(if known) 

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   

   PC/printer   
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       Task 2: Checklist with questions for your I.T. Person 
 On our public computers, is our BIOS password protected?  Yes No 

 

o Is the password in two safe, secure places?  Yes No 

 

o Is one of those with the library director or staff?  Yes No 

 

 How often do we automatically check for new virus definitions? 

 

o Public machines ________________________ 

 

o Staff machines__________________________ 

 

 

 How often are scans performed? 

 

o Public machines ________________________ 

 

o Staff machines__________________________ 

 

 

 How are windows updates performed?   Automatically  Manually 

 

o Public machines ________________________ 

 

o Staff machines__________________________ 

 

 

 Do any of our computers require cleaning? Yes No 

 
 


